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'PROCUREMENT DIVISION
10GISTICS OFFICE

DISCUSSION

1. The March 1953 reorganisation of the Proocursment Division provided for a branch charge
inspection of contractors physical facilities and ineprocees inspection as well as cen-
tralized administration for contract, purchage order and other means of procuremente
proposed organisation provides for more effective control of the receipt, distribution
internal control of all documents entering the division, this divoreing this function |
the function of sdministering contract amendments, extension of delivery dates, providi
for proper clauses and other matters solely related t o the administration of contract:
se. The function of inspection is provided for in an organisational arrangement which
places it in more logical aligmment with other contractual matters.

2., The proposed contract branch will centralize all functions of contract negotiation, prt
inspection and appraisal of contracts facilities, administration and termination and s¢
ment. By estsblishing this span of control, one organization will bs responsible for 1
entire contractual cycle from the development of sources until final completion of cont
requirements including such matters subject to negotiation as may arise upon settlement
proceedings.

25X1A
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25X1A o

JUSTIFICATION

The staffing proposed for the organisation is based upon past experience, and current and
anticipated workload. Based upon workload data (s:-e next Q 8 the additional considera~
tion of staffing for performance increascd inspection activit
and a backlog of termination end case load, & e ol Urganization of positions
is proposed. The prosent approved organisation consigts of lpoaitiom. 2EXGAD
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Organizational
Element

stract Branch

~chase Order Branch
Jtary Purchase Branch
scial Purchase Branch
EY % A

abract Administration

Work Unit

Contracts & Amendments
Purchase Order

Purchase & Letter Order
Grders

None

None

Total Work
Units
(9 months)

363
7131
538
2450
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. STATEMENT OF FUNCTIOKS
x T OFFICE OF THE CHIEF
- 'FROCTREMENT DIVISION
o 25X1C
OFFICE OF THE CHIEF:

1.  Flans, directs, reviews and coordinates all overt and covert procurement activities of the
Agency from commercial sources, Department of Defense and other Governmental sources.

2, ﬁta in the capacity of Contracting Officer in accordance with delegation from the Chief of
gistics :

5, Advises the Chief of Logistics on policies and procedures on logistical matters affecting
procurement activity: "

6. ' Provides administrative supervision in connection with personnel, budg 'etary, finsncial and
security mattera.ﬁ L ‘. | )

SPECTAL ASSISTANT
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STATEMENT OF FUNCTIONS

ADMINISTRATION AND CONTROL STAFF
FROCTREMFNT DIVISION

AMINISTRATION AND CONTROL STAFF:

1.

2,

3.

Receives, records, and controls the distribution action and follow-up on requisitions and
correspondence,

Receives and revieus veekly and monthly reports for the various Branches of the Procureme

 Diviesion.,

Maintains and unalyies, a8 directed, statistical data for the exxtire Division and recomms

- administrative action as appropriate.

4

5.

Followe-up on delivery of materisl froﬁ all sources (except covert) and coordinates with
Supply Division on delivery dates and expedites delivery of material to meet established
desdlines, . ' : ’ '

Maintaing and initiates administrative action with respsct to personnel, budgetary and
financial matters, and sets as liaison to Administrative Staff of the Office of Logistics.

Maintains register of: (a) Debarred bidders from list furnished by other Depsrtments and
CIA (b) eligible bidders {(c) cleared eources of supply end nemes of cleared personnel of
contractors.

Reviews every procurement action to determine the prospective sources of supply are cleare
and/or eligible comtractors.
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STATEMENT OF FUNCTIONS
CONTRACT ERANCH
FROCUREMENT DEVISION

CONTRACT ERABCH:

1.
2,
35

Supervises and directs procurement aét:lon by contract and :datéfmjnes nethod of procuremen
Reviews and/or diéécta preperation of technical specifications a8 required,
Directs negotlatlions of contracts as to policy and methdd of };‘égotiation, and supervizes

¢ actual negotiations as required. . 

he

5.

Aot as Contracting Officer in contracts involving $50,000, or less end is principal revi

officer in contracts exceeding that amount.

Supervises and directs adminiét’r_ation of contraots and sotion in connection with patents,
amendments to specifications, price and other contract provisions,

. Supervises and directs the development of new sources of supply, the inspection of plant

technical facilities of prospective contractore and inspection dwring the process of prod
Also 1s responsible for the ingpection and acceptance of completed production prior to pe

| to contractors.

7-':

Dire_jé‘tésf and supervises as required, negotiationa of settlements in connection with Cost-F
A-Fixed-Fee and Research and Development contracts and contracts svbject to price and red

. mination, end arrives at finmal eettlewent smount.

" In the event of dispute by contractor, propares the Governmmnt's case and advises the Chi

Frocurement Divieion and Chief of Logistics of faots in such cases toghither with recommen:
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STATEMENT OF FUNCTIONS
CONTRACT ERANCH

FROCUREMENT DIVISION

1.
3.

4.

%

8.

Administers contracts after negotiation and execution by the Government and the Contract
Assists the Contractor in obtaining scarce msterial needed for fulfillment of Agency con
Takes appropriate action in comnection with patents, rcfaltie's' ‘and copyrights to protect
Government s interest in the claims of royalty-free liscenses and checks with the U.S. P
Office on royalty claims made by contractors and subcontractors.

Receives correspondence from contractors requesting approval to: (a) subconmtract (b) gri
incresses in bonuses (o) grant overtime (d) grant time extensions in contract performanc

Maintains statistical information on status of contracts and coordinates with the Termine

“ . and Settlement Section in the scheduling of audit action by the Industrial Audit Branech,

of the Comptroller.

Maintains records on Government furnished property and property bought by the contractor
at the Government's expense, by sale to the contractor or other appropriate disposition,

Prepareq notification to the contractor and makes amendments to contracte as required in
connection withs (a) Amendments to specifications (b) smendmwents to other contractuai te
(o) reconimends action where default contracters are involved.

Conéﬁlta and assists the Termination Settlement section ae required and appropriate in cai

1.
2.

Reviews and/or preperes technical specifications as required.
Obtains precontract audit when necessary pricr to contract negotistions.
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STATEMENT OF FUNCTIONS
CONTRACT ERANCH
IROCUREMENT DIVISION
25X1A

Superviees and directs the negotiation of Ressarch and Developmant, Cost~Flus-A-Fixed-Fee
Jlump-sum, Fixed-Frice and other contracts with commercial eources of supply on an overt a
covert basis and: indicates to action that will be required und
the terms of each contract. _

Frepares written contracts following negotiation and prepsration of specifications, makes
recommendations for award and trensmits proposed contracts to corntractors for signature a
makoa sppropriate diltribution of contracts ae raquired

Prapares and negotintes amendmentst oontraots :I.nvolving major changes in specifications
and price redetermination.

Developa new sources of supply :!mrolving 1nlpect:|.on of oontractors plant and facilities a
the procurement of information of technicsl compstence, reputation, financial reliasbility
prospective contractors. Obtains seourity clearance of new contractors upon making a det
minetion that such contractore qualify for prospective scurces of supply. Frepares repor
containing pertinent information regavrding pmhpectiva sources,

Upon completion of contraots, contacts office primarily interested to determine uhether o
formence by contractors was satisfsctory.

Inapeota contrectors progress and compliance with technical specifications during the cou
of manufacture.

Provides or obtains technical inspection of completed products prior to acceptance of pey:
Furnishes technical informatiocn and gu:idanc'e in connsction with settlement of contracts.
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STATEMENT OF FUNCTIONS
CONTRACT HRAKCH
FROCUREMERT DIVISION

”1 CONTR . ER .CONT .

1. Prepares notices of and directs the termination of oon;traeté;fyhen required.
2. Obteins periodic end finencial sudits of contracts in accordance with contractual ternms.

3. Confera. with the Industrial Audit Branch in arriving at proposed sstilement with contracts
“  and prepares letter propoeal when appropriate. ' o

4. Establishes settlement meetings as required and obtains all ':_*t;eohnieal, finenclal, and leg:
- informaiion required tc effect final settlement, Advises Conitracting Officer om items of
disagreement and assists in the negotiation of final settlement.

5, grepdr,cs final settlement of contracts and amendments as required for the Contracting
- Officer. . :
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STATEMENT OF FUNCTIONS
PURCHASE ERANCH
FROCTREMERT DIVISION

FIRCHASE ERANCH:

1.

3a'

4.

Coordinates interdepartmental procurement from General Services Administration, Army,
Navy and the Air Force end Bureau of Federel Prisone Industries, Inc,, Govermment Frintin

Office, eto.

Determines method of procurement based on lowsst net co&t and earliest delivery time nec-
eesery to meet deadline requirements, :

Aots as principsl 1isison officer to Govermment Agencies in connection with interdepartme
procurement. :

Coordinates with Supply Division procurement action on a schedule basis for replenishment

" of stock items in order to maintain constant flow of requisitions.

5.

Coordinates internally with Flanning Staff end Transportation Divisinn es to purchase of
forecast of requirements end means of trensportation to ultimate destinstion.
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STATEMENT OF FUNCTIONS
PURCHASE HRANCH

FROCTREMENT DIVISION

1.

2,
3.

4.

Maintains liaison with General Services Administration, Federal Prison Industries, Inec,,
Government Printing Office and other Government agencies (except Department of Defense).

Frocures material from contracts covered under the General Supply Schedule.

Procures material from other Govermment Agencies as reqﬁired by law or as availability ic
determined (except Department of Defense).

Frooures competition and determines awards for purchases under informal contracts to be
made in the open market and not exceeding $2,000. ,

auiiopuT™
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